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cuntion

Commander’ s Intent and Concept of Operations

(1) Commander’= Intent. Provide a of
internal management controls throughout MARFOR tao

climinate GTCC delinguencies, unauthorized use
(2} Concept of Cperations. Fach MARFORRES unit is

reguired to review and enforce the standards set forth within

this Order.

b. Tasks

(1) Intermediazte Agency Program Coordinator (IAPC). The

IAPC oversees all MARFCRRES accounts and Agency Program
Coordinators (APC). Within MARFORRES the IAPC is located in the

Manpower Directorate.

(a} The IAPC is responsible for notifying the APCs of
applicable Bank of America or HOMC polilicy changes regarding the
GTCC program, mcenitoring the accounts of MARFORRES Staff
personnel for delinguencies, and assisting the APCs with any
problems thevy are unable to rectify. The IAPC will alsc receive
and distribute guidance provided by the Componsnt Frogram Manager
(CPM} at HOMC and review delinguency and activity reports to
verify that MARPORRES policy is followed.

(b} A monthly delinguency status report will be
distributed to 311 APCs for action and upon completicon by the
APCs, will be forwarded to the Commander via the Manpower
Directorate. The status report will reflect data as of the
Marine Corps GTCC cycle closing date, currently the 26th of each
month. The repcrt contains data for all cardholders within
MAEFORRES reilecting hierarchy levels, fotal delinguent amount,
and respective number of accounts. Delinguencies are shown in

increments of 20, €0, 90, 120, 1530, and 180 davs past due.

{2} Agency Frogram Coordinator {(AFC). Each command will
assign & primary and alternate APC that are responsible for the
day-to-dav operations of the GICC Program.

{a) ZPCs will maintaln & current list of all
cardholders and accouh% information within i ﬂl7;t30ﬁa
h is the link that iden
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FoxrO 7000.1

Marines are aware of the policies, procedures, and subseguent
consequences for misuse and abuse of the GTCC.

(c¢) Commanders will ensure that the APC is provided
the “60-day list” for all planned dismissal, retirement, or
separvation of cardholders who are scheduled To depart the command
within €0 days. This report will ke submitted at the beginning
cf each month to the APC servicing the unit.

(d) Commanders will implement procedures that ensure
that 100 percent of travel claim gettlement amounts are split
disbursed directly to Bank of America.

(e) Ensure that all APCs and unit GTCC
repregsentatives are properly trained in the GTCC program.

(f) Ensure that the GTCC is inccrporated into the
check-in and checkout procedures, and that appropriate actions
are taken on any cardhclder trying to checkout with an
outstanding GTCC balance.

(g) Supervisors who fail to take appropriate action
in their resgponeibilities will be sublect to disciplinary action.

z. Coordinating Instructiong. The provisiong of this Order
may not be implemented with regard to any civilian employee in a
bargaining unit represented by an exclusive representative until
all bargaining cobligations have been satisfied.

4. Administratiocn and Logistics. None.
5. Command and Signal
a. Signal. This Order is effective the date signed.

b, Command. This Crder ig applicable to the Marine Corps
Regerve.
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ForQ 70060.1
Sample €60-Day Delinquency Notificaticn Letter and Endorsement

UNITED STATES MARINE CORPS
MARINE FORCES RESERVE
4400 DAUPHINE STREET

NEW ORLEANS, LOUISIANA 70146-5400
N REPLY TO

4650
APC
DATE

From: Bank Cf America Travel Card Agency Program Coordinator
To: Supesrvisor

Subj: DELINQUENT GOVERNMENT TRAVEL CARD PAYMENT NOTIFICATION - &0
DAYS

Ref: (a) MCO 4600.4CA
(b} Maradmin 434/01
{cy For(Q 7000.1

1. We have been informed by the GSA Government Travel Card Contractor
that Sergeant Joe E. Marine 123 45 6789 is over &0 days delinguent in
pavment of his account. The balance of the cardholders account is
§X¥, however the amount over 60 days past due is $XX.

2. The Government Travel Card contract reguires that all outstanding
charges be paid by the date specified on the billing statement. The
Travel Card Contracter has suspended card privileges for this
cardholder. The cardholder should be notified of this action and
counseled concerning the use of the Government Travel Card.
Cardholders on temporary duty more than 45 days are regquired to submit
travel vouchers for payment every 30 davs if necessary to malntain
their travel card account in a current status.

3. Non-compliznce, or failure to adhere to the guidelines for the
Government Travel Card, may result in disciplinary and/or
administrative action in accordance with applicable statutory and
regulatory provisions and, 1f applicable, with the Multi-Unit Master
Agreement for bavgaining unit employees.

4. The delinguent balance may be resolved by one of the following
actiong: {1} payment in full, (2) a reascnable explanation for the
delinguency documented and submitted to the contractor through the
Egency Program Coordinator, or (3) an agreed-upon repayment schedule
with the Travel Card Contractor. Billing guestions may be directed to
the Travel Card Contractor at the number printed on the billing
statement for that purpose. Additicnally, at 75 days delinguent,
Cardholders are subject to a $29.00 late fee per billing cyele for
each and every billing cyvcle until the debt is resclved.

Enclesure (1)
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10C percent Split disburgement in all submitted

5. Pper reference (cJ,
travel claims is directed. This will preclude future delinguent
payments.

6. In accordance with reference {a), the cardholder is reguired to
sign for receipt of this delinguent notification and return it to the

G-1/CPS Section, within 5 business dayvs. A written response,
outlining the actiocns taken may be attached if so desired by the

Marine.

7. Program management guesticns may be directed to the APC.

MARINE N. CHARGE

GYSGT
Agency Program Coordinator

Cardholder acknowledgement of memcrandum receipt.

Name, Grade, Organization Date

Enclosure {1}
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Sample 90-Day Delinguency Notification Letter and Endorsement

UNITED STATES MARINE CORPS
MARINE FORCES RESERVE
4400 DAUPHINE STREET
¥EW ORLEANS, LOUISIANA 70146-5400

7000.1
ADJ
Date

Bank Of America Travel Card Agency Program Coordinator
Supervisor

DELINQUENT GOVERNMENT TRAVEL CARD PAYMENT NOTIFICATION - S0
DAYS

Ref: (a) MCO 4600.40A
(b} Maradmin 434/01
{¢} For0O 7000.1

1. We have been informed by the GSA Government Travel Card Contractor
that Marine §. OFff 123 45 £78% USMC is over 90 days delinguent in
payment of his account. The balance on the cardholders account is
$XX, however the amount over 90 days past due is $XX.

2. The Government Travel Card contract requires that zll ocutstanding
charges be paid by the date specified on the billing statement. If no
action is taken on this debt, the Agency Program Cocordinator or the
contractor may cancel the account. Meanwhile, travel card privileges
have been suspended. These privileges may be restored upon complete
liguidation of the dsbt. If this debt is not resolved prior to 120
days past due, the contractor will initiate salary offset proceedings
to recover the delinquent balance. The Command must notify and
counsel the cardholder concerning the delincguent account. Cardholders
on temporary duty more than 45 days are reguired to submit travel
vouchers for payment every 30 days and maintain their Travel Card
account in a current status. In accordance with reference {(c¢) 100
percent split digbursement is directed.

3. Failure to adhere to the guidelines for the Government Travel Card
may result in disciplinary and/or administrative action in accordance
with applicable statutory and regulatory provisions and, if
applicable, with the Mult-Unit Master Agreement for bargaining unit

employees.

4. The delinquent balance may be resolved by one of the fecllowing
actlons: {1) payment in full, (2} a reasonable explanaticn for the
delinguency documented and submitted to the contractor through the
Agency Program Coordinator, or (3) an agreed-upon repayment schedule
with the Travel Card Contractor. Billing questions may be directed to
the Travel Card Contractor at the number printed on the billing
statement for that purpose.

Enclosure (2)



ForO 7000.1

5. In accordance with reference (a), have the cardholder sign to
acknowledge receipt of this delinguent notification and return it to
me with vour written response, outlining the actions taken, within 5

business davys.

6. Program management guestions may be directed to LtCol Ivan Glasco
at extension 820%, CWO3 Robin C. Porche at extension 1768, or GySgt

Rex G. Platt at extension 6197,

MARINE N. CHARGE
GYSGT
Agency Program Ccordinator

Cardholder acknowledgement of memorandum receipt.

Name, Grade, Organization Date

Enclosure (2)
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Sample 120-Day Delinguency Notification Letter and Endorsement

UNITED STATES MARINE CORPS
MARTNE FORCES RESERVE
4400 DRUPHINE STREET
NEW ORLEANS, LOUISIZNA 70146-5400

IN REPLY IC
T000.1

ADJ

Date

From: Bank Of America Travel Card Agency Program Coordinator
To: Supervisor

Subj: CANCELLATION OF GOVERNMENT TRAVEL CARD - 120 DAYS DELINQUENT
PAYMENT NOTIFICATION

Ref: {a} MCO 4600.40A
(b} Maradmin 434/01
{c¢) For0O 7000.1

1. It has now been brought to our attention that Sergeant Devil R.
Dog 123 45 678% USMC has a delinquent Government Travel Card balance
of $X¥X, which is over 120 days past due. The cardholder has not
regolved this debt. Therefore, in accordance with the references, the
account has been cancelled. The Travel Card Contractor will now refer
the account to DFAS for salary offset. Collection action may include
credit bureau notification of the employee’s failure to pay.

2. Reinstatement of the cardholder’s account requires payment of the
debt in full and approval by the Unit Commander and MSC Commander.

The travel Card Contractor reserves the right to deny reinstatement.
Cardholders who do not properly liguidate their Government Travel Card
debts, or who use the card for personal purposes, also may be subject
to disciplinary and/or administrative action in accordance with
applicable statutory and regulatory provigions and, 1if applicable with
the Multi-Unit Master Agreement for bargaining unit employees.

3. In accordance with reference{c), a page 11 entry has been
generated for SNM. {(As applicable)

4. Please contact Marine N. Charge, BAgency Program Coordinator,
should further guestions arise. In accordance with MCO 4600.40A, have
the cardhclder sign to acknowledge receipt of this notification and
return it with your written regponse, outlining the actions taken,
within 5 business dave of the date of this letter.

MARINE N. CHARGE
GysSgt
Agency Program Coordinator

Enclosure (3)
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Cardholder acknowledgement of memorandum receipt.

Name, Grade, Organization Date

Enclosure (3}
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Sample Unauthorized Use Notification Letter and Endorsement

UNITED STATES MARINE CORPS
MARINE FORCES RESERVE
4400 DAUPHINE STREET

NEW ORLEANS, LOUISIANA 70146-5400
IN REPLY TO

7000.1
ADJ
Dare

From: Agency Program Coordinator {(APC)
To: (Unit/Section)

Subij: NOTIFICATION CF UNAUTHORIZED USE OF THE GOVERNMENT TRAVEL
CHARGE CARD BY (CARDHOLDER'S NAME)

Ref: {a) CGovernment Travel Charge Card Account Activity
Report dtd
{b) For0 7000.1

1. A review of reference {(a) reflects unauthorized use of the
Covernment Travel Charge Card by the subject cardhclder. The
cardholder must be counseled by his/her supervisor within 5 business
days of receipt of this notification. Upon completion of the
ceunseling, this notification letter must be endorsed and returned to
the APC. The endorsement may include a statement from the cardholder
as to the nature of the unauthorized use and will Include a statement
of the supervisor’s planned corrective actien. The endorsement must
be signed by the cardholder and his/her supervisor.

2. In accordance with reference (b), a page 1l entry has been
generated for SNM. (As applicable)

3. In the event that the documents are not returned from the
gupervisor, the next level of command will be forwarded a copy of the
original neotification, indicating that appropriate action was not

taken.

DATE TRANSACTICN TYPE LOCATION AMOUNT

Agency Program Cocrdinator

Enclosure (4)
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UNITED STATES MARINE CORP3S
MARINE FORCES RESERVE
4400 DAUPHINE STREET

MEW ORLEANS, LOUISIANA 70146-5400
IN REPLY TO

73000.1
ADJ
Date

From: {(Unit/Section}

To: Agency Program Coordinator (APC)

Subj: UNAUTHCRIZED USE CF THE GOVERNMENT TRAVEL CHARGE CARD

BY {CARDHCLDER'S NAME)

Ref: (a) For(O 7000.1

Encl: (1} Statement from the Cardholder

1. I hereby certify that the above listed cardholder has been

counseled relative to his/her unauthorized use of the Government
Travel Charge Card. Enclosure (1) is a statement from the cardholder
reflecting the nature of the unauthorized use (if so submitted by
cardholder). The following is the corrective action taken and
plann=d: (supervisor's statement).

2. In accordance with the reference, a page 11 entry has been
generated for SNM. (As applicable)

Supervisor’s Printed Name and Signature Date

Cardholder’s Printed Name and Signature Date

Encliosure (4)
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Sample Page-11 for GTCC 120 days past due or misuse/abuse

SNM ccounssled this date concerning deficlencies as
identified as follows: Dereliction of duty in failing to pay
your GTCC bill within 120 days of date dus (or in misusing your
GTCC by l[explain the misusel). The following are recommendations
for corrective action: Immediately pay any amount cf your GTCC
currently past due {or cease the unauthorized purchase activity).
Ensure you are echeduled to attend the next unit GTCC period of
instruction. Immediately read and familiarize yourself with MCO
4600.40 and ForO 7000.1. Agsigtance i1s available from vyour chain
of command, your unit APC, or a financial counselor. I have been
advisged that failure to take corrective action may result in loss
of GICC privileges, administrative separaticn or judicial

procesdings. I have been advised of my write to submit a written
rebuttal to this counseling within 5 days that will be entered on
the document side of my SRB. I (do) (do not) desire to make a
statement.



